
Quick Reference for Online Job Application   
 

Page 1 of 8      www.edmonton.ca/careers 

Applying for a Job  

 

 

 
 
Go to 
www.edmonton.ca/careers 

 

 
 

 
 
Click on Job opportunities. 
 
 
 
 

 

 
 

 
 
Click on Search Public Job 
Opportunities or Search 
Internal Job opportunities.  
 
Click on Create a Profile if you 
are not ready yet to apply. You 
may set up a job alert and be 
notified every time a specific 
type of Job is posted. 

 

 
 
 
 
 
 
 

 
 
Search through all the job 
postings available. 
 
Click on the posting that you are 
interested in to view the 
Description and Qualifications 
of the position. 
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Click Apply Online to start the 
application process. 
 

 

 
 
 
 
 
 
 
 
 
 
 

 
 
Read the Acknowledgement 
Statement.  
 
Click Continue to proceed with 
your application. 
 
 
 
 
 



Quick Reference for Online Job Application   
 

Page 3 of 8      www.edmonton.ca/careers 

 
Login 
 

 

 
Enter your username and 
password.  
 
Click Login. 
If this is your first time applying with 
the City of Edmonton, you will need 
to click on New User and set up an 
account. You will be required to 
create a security question and 
answer. 
 
If you forget your password or get 
locked out (this occurs after you 
enter an incorrect password 10 
times), contact the Employment 
Section at 
employment@edmonton.ca. 
 
Note: You can also sign-in using 
your Gmail, Yahoo, or Taleo Talent 
Exchange account. Just follow the 
prompts to set it up or log-in. Note: 
Please read carefully the Important 
Notice and Warning (Legal 
Agreement) 

 
Contact Information  
 

 

 
 
If you are a new user, you will 
need to fill in your contact 
information. The fields with red 
asterisks (*) are mandatory 
fields. 
 
 

 

 

 
 
Once you have reviewed your 
contact information, click Save 
and Continue. 
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  Cover Letter and Resume Upload  
 

 
 
 

 
 
Resume attachment is 
mandatory. Ensure you have a 
resume available before 
applying to a job posting. 
 
To attach a file, click Browse 
and select the file you want to 
attach. Then, click Attach. 
Note that if your document has 
the same name as another 
document you have already 
attached, the system will 
overwrite the old version and 
replace it with the new version. 
Note: We can only accept 
word (.doc, .docx), text (.txt), 
Rich Text Format (.rtf), 
Portable Document Format 
(.pdf), and Hypertext Markup 
Language (.htm, .html) 
documents. 
  
Click Save and Continue. 

  
 
Eligibility Questions 
 

 

 
 
You will need to answer two  
mandatory questions.  
 
Click Save and Continue. 
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Prescreen Questions 

 

You are required to indicate 
how you heard about this job 
and answer all the questions 
marked with red asterisk (*). 
These questions are used to 
assess your qualifications for 
the position. 

 

 
 

 

Once finished, click Save and 
Continue. If you wish to 
continue your job application at 
another time, click Save as 
Draft and click Yes. Click Quit 
if you wish to terminate your 
application. 

 
eSignature 

 
 

 

 
 

 
 
Fill out your full name, click 
Save and Continue. 
 
 
Note: After you save and 
continue, the next page will be 
a summary of all the 
information you just provided. 
This is where you can edit 
each section, if necessary. 
 
Then click Submit. 

 
Summary 

 
 
You are now finished the 
application process. 
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Maintaining Your Account  

 

 

 
 
Go to My Account Options 
or Sign In. 
 
 
 
 

 
 Login 

 

 
 
Enter your username and 
password.  
 
If you forget your password or 
get locked out (this occurs 
after you enter an incorrect 
password 10 times), contact 
the Employment Section at 
employment@edmonton.ca 
 
Enter your username and 
password. 

 

 

 

 
 
This page displays your 
account options. To set or 
modify preferences, click 
"Edit" next to the relevant 
section. 
 
 
(For external applicants 
only) If you select 
Deactivate next to My 
Account, you will be 
deleting your profile from 
our system. 
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Maintaining Your General Profile  

 

  
 

 
 
Click on My Jobpage. 
 
 
 

 

 

 
 
On the right hand side of My 
Jobpage is where you can 
click to access your profile. 
 
 

 
 
 

 
 
 
 
Note: You can go back to the previous page by clicking the link on the progress bar. 
 

 
 
If you are not applying on a 
posting but want to update 
your Contact Information, 
Career Interests (Job 
Posting notifications, 
Employment Preferences. 
Certification and/or 
Designations), and upload 
resume, Access my profile 
is where you would do this. 
 
 

Checking Your Application Status  

 

 
 

 

 
If you want to check on the 
status of your applications, 
Click on My Jobpage, My 
Submissions, and under the 
Job Posting the status will 
be stated under Submission 
Status as to Draft, 
Completed and Withdrawn 
Submission. 
 
You can make changes to 
your job submission only if 
View/Edit Submission 
appears. 
 



Quick Reference for Online Job Application   
 

Page 8 of 8      www.edmonton.ca/careers 

Deleting File Attachments  

 

     

 
 

 
 

 
 
Send your request to 
employment@edmonton.ca 
and refer to the specific file 
document name(s) that you 
would like removed from your 
profile account.  
 
This instruction is located in 
the FAQ section accessible 
from every page of the 
application and in the right-
hand side of the Cover Letter 
and Resume Upload section. 

Job Posting Notifications  

 

 
 

 
 
If you want to be notified 
every time a specific type of 
Job is posted you can set up 
your Job Posting Notification. 
Check off the Send an email 
notification whenever a 
new position matching this 
profile is posted.  
 
Choose Job Family, 
Function and Location. 
 
When you only select a job 
family and not select job 
functions, you will get 
notifications of all the job 
functions under that job 
family. 
 
Note: This is found when you 
Access your profile (see 
Maintain your General 
Profile). 
 

 


